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APPENDI X C
QU DELI NES FOR
PREPARATI ON OF STANDARD FORM 52
SF-52 | TEM | NSTRUCTI ONS
PART A

1 Fill in the kind of personnel action desired -
Aﬁpointnent, Rel nstatement, Pronotion, etc., or
the kind of position action desired - Establish,
Revi ew, etc.

2 Conpl ete appropriate number of SF-52 assigned by
enpl oyi ng of fice.

3 Enter the name and tel ephone extension of the
person nost famliar with the action requested in
the event additional information is required by
t he Personnel O fice.

4 Indicate the proposed effective date of the
requested action.

5 Enter the signature and title of the person
requesting the action and date of signature.

6 Enter the signature and title of the person
authorized to approve the request and the date of
si gnat ure.

PART B

1 Complete if the action is being requested in the
name of an enployee. Type nane as it appears on
official records, i.e., SMTH, My J.

Leave bl ank when action does not apply to a
particul ar enpl oyee.

On a name change action, show new nane under this
item

2 When Item 1 is conpleted, enter the social

security nunber.
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3 When Item 1l is conpleted, enter the date of birth

(month, day, year, in nunerals).

4 -6 Wl be conpleted by the Human Resources Office.
B (Cont’d)
7 - 10 Compl ete for the follow ng:

- separations _

- placenent of an enployee in a nonpay status
SLWCP, suspension, etc.)

- long-term training o _

- a change in the enployee's position title,
position nunber, series, grade, pay,
organi zati onal designation, or geographic
| ocation, or appropriation code.

- recruitnment .

- leave blank for all other actions

7 Enter position title, and job number, payrol
bl ock, payroll location and F&A Code.

8 Enter pay plan as shown on the present position
description or the “TO" portion of the
empl oyee’ s |atest SF-50.

9 Enter occupational code nunmber as shown on
present position description, or as shown on the
“TO" portion of the enployee’s |atest SF-50.

10 Enter grade of position as shown on present
position description, or as shown on the “TCO
portion of the enployee’s |atest SF-50.

11 - 13 W1l be conpleted by the Human Resources Office.
14 Enter enpl oying office, office synbol and

ACPERS or gani zati on code.
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15 - 18

B (Cont’ d)
15

16
17

18
19 - 21
22

23 - 35
36

37 & 38

Complete for all actions except those where no
new position is involved, such as:

- separations

- nane change

- placenent of an enployee in a nonpay status
(LWOP, suspension, etc.)

- long-term training

Specific instructions are noted bel ow

Enter position title, job nunber,

payrol | bl ock, payroll location and F&A

Code. If request is for establishnent of

the new position, enter the type of

position recommended. If request is

detailed to “unestablished position”, enter
“STATEMENT OF DUTIES’, and attach a statement of
duties to be performed.

Enter the pay plan code as shown on the position
descri ption.

Enter the occupational code as shown on the
position description.

Enter grade shown on position description.
WIl be completed by the Human Resources O fice.

Enter command, enploying office, office synbol
and ACPERS organi zation code.

WIIl be conpleted by the Human Resources O fice.

Enter appropriate Army Managenent Structure
Code (AMSCO) and lIdentification Code.

WIIl be conpleted by Human Resources O fi ce.
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39 Enter location where enployee is officially
stationed, i.e., Washington, DC, Fort
Bel voir, etc.
40 - 43 WIIl be conpleted by Human Resources Ofice.
44 Enter MVD Paragraph and Line Nunber, and

Standard Work Center Code (SWC), Unit
I dentification Code (U Q).

PART C W11 be conpleted by the Manpower and Hunan
Resources O fice.

PART D Supervisors will conplete in the event of a
resignation or retirenent.
PART E
1-5 This part is to be conpleted by an enpl oyee
when resigning. The reskﬂﬂatlon may, however,
be submtted by letter i ch can be attached to
t he SF-52.
Specific guidance follows:
Reason for resignation should be specific.
2 Last day on agency rolls, to be conpleted by
enpl oyee.
3 Sel f - expl anat ory.
4 Date of preparation of resignation statenent.
5 Mist be conpleted. This address is used

primarily for forwarding copies of documents and
any pay or conpensation entitlenents.
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PART F

REMARKS

Enter additional information necessary to
explain the action and the conpleted Itemns.

For exanpl e:

speci al conditions of enployment
limtations of length of enploynent
tour of duty
- information about the position to be filled
reason for reassignment

| f occupancy of this position is limted to the
return of a former incunbent with statutory
reenpl oyment rights, enter “Cbligated Position
to (Name of enployee).”



